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CSBGReporter User Guide 

va.csbgreporter.com 

Community Action Plan  

There are 5 sections under the Community Action Plan tab. Each of these four sections is completed annually and due May 1st.  

Needs Section  

When you click on needs you have the ablity to see any and update current localities and needs that were put in the system and the ablitly to 

add new localities and needs.  
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When clicking on update, the information that was carried over from the prior year will populate. You will then be able to update the narratives 

and submit or save the information as needed.  

 

 

 

If the need was tied to a program that 

will be listed here. Please note if you 

the need was tied to a program you will 

be unable to delete that need.  
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You are also able to add a locality and needs by clicking on the blue button that says “Add Locality/ Needs” 

 

Each locality should be listed along with the top four needs in each locality.  

 

 

 

 

If you need to add a locality and needs 

you can do so on this page. You will 

enter the top 4 needs for that locality 

and hit save or submit.  
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Gaps and Linkages – all of the gaps and linkages that were in the prior year’s community action plan were transferred over. 

You have the ability to update or delete what is there or add new gaps and linkages. 

 

This is the Gaps and Linkages form you 

have the opportunity to edit the form, 

you can also delete the form from this 

page.  If you click add new, the same 

form populates for you to enter new 

information.   

When you click on update the form will 

load for you to edit.   
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Strategic Goals – all of the strategic goals that were listed in your prior plan were pulled over, from this page you have the opportunity to 

edit or delete current goals or add new goals.  

 

 

 

This is the strategic goals section. 

When you click update next to a goal, 

you have the opportunity to edit or 

delete the goal. Please note that if the 

goal is tied to a program you will not be 

able to delete it unless you remove it 

from the program. You can also add a 

new strategic goal by clicking add new. 
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Programs – All programs that were in the system in the prior year were pulled over to the current year.  From this page you will be able to 

add new programs, edit programs, or remove programs.  

 

 

 

 

 

Click here to 

edit a current 

program name. 

Click here to 

add a new 

program.  

Click here to 

remove a 

program.  
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To add a new program:  

When clicking add new program, a box will open which will allow you to enter the new program name. After entering the program name, click 

insert program.  

  

  

Once you have added a 

program, it will appear 

within the list of programs in 

alphabetical order.  When a 

program is created you will 

need to identify whether the 

program uses TANF funds by 

clicking the yes or no box. 

You will also need to 

describe the program in the 

text box. You will also add 

your FNPI’s and CNPI’s from 

this page. You will click on 

either FNPI or CNPI and click 

“add new”.  
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To Add FNPI, when you click FNPI and “add new” the FNPI sheet will populate. 

 

 

 

 

You will also be able to 

choose services and add 

targets for those services. 

You can add multiple 

services under an outcome.  

  

 All of the needs that were 

entered on the prior screen 

will populate when you click 

on the choose a need drop 

down. You will select any 

needs that are associated 

with this program. 

  
 All of the strategic goals that 

were entered on the prior 

screen will populate when 

you click on the choose a 

strategic goal drop down. 

You will select any goals that 

are associated with this 

program. 

  

 You also have the 

opportunity to add an 

additional narrative if 

needed.  

  

Don’t forget to hit save after 

entering the information  

  

You will choose an indicator 

(FNPI), once an NPI is chosen 

the list of possible outcomes 

populates. You will select the 

outcomes and enter the 

target number.  
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FNPI 7a – All Community Action Plans should have a program titled Unduplicated Count of Individuals Achieving One or More 

Outcomes. You will add this program, select FNPI 7a and fill out the program information just as you do for the other programs. This 

is where you will report on the total number of clients who reported achieving one or more outcomes across your entire agency.  
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To Add CNPI, when you click CNPI and “add new” the CNPI sheet will populate. The Community Initiative status sheet will populate 

on this page. Once complete, click save at the bottom of the form.  
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Once all programs are entered, review the information and hit submit all at the bottom of the programs page.  
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ROMA Implementer 

The last section of the Community Action Plan is the ROMA Implementer Workplan.  

In this section your ROMA implementer will fill out the planned activities for each quarter. There is also a section where the implementer can 

upload documents you would like to share with our office.  
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Financials  

Under the budget page there are 4 budget tabs. These are completed annually and due May 1st with the Community Action Plan.  

The first is the Federal Budget. You will breakdown your Federal CSBG allocation into the categories on the Federal Budget Tab.  

  

The second tab is the TANF budget. You will breakdown your TANF allocation into the categories on the TANF Budget Tab.  

 



14 | P a g e  
 

The third tab is the Agency Budget. The agency budget pull the informaton from the Federal Budget tab and the TANF budget tab. On this tab 

you will enter the non-CSBG match and the other resources.  
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The fourth tab is the Additional files upload page. These are all documents that you will upload as part of the Community Action Plan.  

When you click on Choose file for each file the file search box will populate and you will be able to upload the file from your computer.   

 

  

Once you upload the files, 

don’t forget to hit the save 

button. 
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Board Information Section  

There are 3 tabs in the board information section. These need to be reviewed when you submit the Community Action Plan and edited 

throughout the year when there are changes.  

 

Board Roster  

 

 

 

Enter the total number 

of members per your 

bylaws. This will then 

calculate the total 

seats per sector 

Add all member 

information in each 

section, click add after 

entering information 

and a new line will 

populate. # of 

Vacancies will change 

based on how many 

members you have 

listed.  
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Meeting Schedule 

Enter all scheduled meetings for the upcoming program year. Click add and new line will populate.  
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Board Minutes  

The dates you entered in the meeting scheudle page will populate on the minutes page. Upload minutes and board packet for each meeting as it 

becomes available. If you did not hold a scheduled meeting please type in the notes box.  
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